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OFFICE OF GENERAL SERVICES

REPORT OF OPERATIONS

Chief, General Services
Chief, Records Menagement & Distribution Branch

Yeokly Report of Operations for the period ending
2/, Septenmber 1953

Personnel ‘ On Duty Vacancies In Process
Office of Chief 1 1 25X1
Rcds. Mgt. Section 0 7
Rcds. Center Section 1 0
Mail Control Section g
4

1. No. on leave three days or more:

Records Mgt. Section- O

Mail Control Section- 1

Records Center Sec.- 2
2. No. on special deteil out of office__ 1 . How long?

Records Mgt. Section-
Records Center Section- O
Meil Control Section- 1

3. Where: One man in Trens, Division as full time courier

k. No. pending resignation, transfer and/or reassignment:

Records Management Section- ©
Records Center -
Mail Control - 13
5. Specific cases on item 4 not in previous reports. 1
L/A - (Records Center Secticn)
6. New applicants interviewed - . Recruited by Personnel = .

Recruited by this office___* .
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B, Administration and Problems:

Records Management %tion - Two proposed notices, one re-
gard the ptandardization of filing equipment and the other
regarding standardization of filing supplies, have received
the concurrence of all Ageney compoments, The motices will
now te issued by iuo Kegulations Control Staff and will be
anmlicable to headquarters and all [ | -

| To eover overseas install-tions, & sepa-
rate | [would hive to te prepired and coordinated.

The Records Management ’Prowz Guide has been printed
and 4s ncw ready for distritutiom, pending approval of the
covering tmlletin,

The files of the office of the Chief, General Services,
are nov being reviewed and the 1953 matorlal is heing re-
classified and £4128 under the new shandard system, ‘

A rocorie con‘rol schedule for the entire General Sers
vices 0ffice has been prepared, There arc ctill - few 1tems
tp he roconeiled before the achedile can be submitted for

apnroval to the office of the Chief,

i
The Vital Materials Training Program al |:|was poste
noned until next week. The train’ng schedule was revised to
cover the entire program in one duy instead of two ss origi-
nally planned, Tenta®ive arrangements have been nade for.
transportation, :| is st111 working on the material
he is to cover in the talk but has submitted an outline snd
sarmles of the type questions vhich will be given the Ares

Reeords Officers in order that they may familiarize them-’ N

selves with the inventory and the vitsl materials of thelr
particular offices,

deposit of 430,000 IEM cards, These cards, contalnsd
IEM combination locked cases, are the property of the OC
office,

| | of the Remroduction office, contacted

[RI, regarding £ilm processing difficultlies in RI.
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supgested that| |contact Diebold for
further assistance, : >

The filming of vital materials in the Personnel, Office j
was started, :

il

PO TS BT o £

LS N DR P L I
"-r‘ A ,;‘5. ¢ * Wl iy Ea¥ j

C
& apecial trin was mide to the Repository to effe;:z ;hé .
D/R -

25X1

25X1

N
25X1
_ y

\




Approved Fm‘elease 2006/0ﬁ5/24 : ClA-RDP70-002W000900240033-9

itccords Center Secticn — The Security Office hus informall :

concurred % the renovations proposed for uss of the | - 25X1
25X1 - %&v a full tire Records Center, | |{s now 25X1

submitting this pronosal to them formally and 1s also cone '

tueting LS with rogard to a comiitment for completion of
the renovations. He states that they will be able to come
nlete tho work within ten days after they receive the work

e} ane
ROARS REI ¥

Equipment ordered for use in the Records Center has
started to arrive To date, 12 sulpit-ty e ladders have
been received and a box stapling machine,

Clearances Jor access Lo rocords in the N -tional
Archivis and tho Pederal Records Center werc secured for
three nersonz fron XD,

Tho tacklog in the Supplemental Distrilmtion activily
i3 contimiing in soite of 2 tot2l of 39 exlyn mnn-hours
gervice obtained from the Mol Control Secilon, leguesta
arc still heing :erviced within AL hours, The backlog has
not becn cut, Lovever, because the amount of new work
received and rojvests handled iz again double that of an
averas ok,
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Average Jeex
is Week :

1, Morofd ' | o
- Images Filmed - Rotary Camera 0 18,697
: Flatebed Camera 26,702 9,735

2, Records Center = (all figures in cu, £%,)
Records veoceived for processing and
storase 267 -
Reference to records material 210 178
Records material destroyed - =

3. Supplemental Distyibution Centor

8., Neu material for stock:
Information Reports
Intellirence Reports

b, Supplemental Distributions
Infornation Reports
Inte1ironce Revorts
Noticer
hegulations
Othera

Initi=l Distribution:
Hotices
Rerulations
Others

4e Mall fetivities

&, Post Office Mail:

Incoming 54543
Outgoing £,162

Postare expanced $763.73
Scheduled courler trins 240
Special courier trips ' 76

Inter-a-eney m2il b courter

Incoming
Outgoing : 1,89

Personnel actionss
Recruitments
Separations

Use ¢f Motor Pool Vehieles
Available
Availabie but delayed
Not available
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® 5,000 ahee{:o‘sp %’?\&%fﬂ Rk eua%bd in@uplicating these reports.




